
Personalized Transportation Service Request 

Date: [Insert Date] 

To: [Transportation Company Name] 

From: [Your Name] 

Address: [Your Address] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Subject: Request for Personalized Transportation Services 

Dear [Transportation Company Name], 

I hope this message finds you well. I am writing to request personalized transportation services 

for [specific occasion or reason, e.g., corporate event, airport transfer, etc.]. 

Details of the service required are as follows: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Pickup Location: [Insert Pickup Location] 

• Drop-off Location: [Insert Drop-off Location] 

• Number of Passengers: [Insert Number] 

• Preferred Vehicle Type: [Insert Vehicle Type] 

Additionally, if available, I would appreciate any information on amenities or services that can 

enhance our experience. 

Please let me know your availability for this date and any associated costs at your earliest 

convenience. Thank you for considering my request. 

Best regards, 

[Your Name] 

[Your Title or Position, if applicable] 


